Instructions
How to Complete an Application for Employment with
Miami-Dade County

Apply For a Job

Before you apply for a job, you must have registered, have a valid login ID (which is your email
address) and password. Current Miami-Dade County employees must login in through a different
link, however, the application is the same for both internal and external applicants.

Completing an employment application is not difficult but the first one you create can take
anywhere from 20 to 40 minutes to finish. To spend less time on the task, have the following
readily available, as you will be asked to provide the information:

Driver’s license number, license class and expiration date

List of employers with employment dates and occupational titles

List of schools with attendance dates and degrees earned

Licenses and certificates, issue and expiration dates, names of licensing or certifying
bodies

Careers

INSTRUCTIONS: Far detailed help click on search tips.
To conduct a quick search enter a keyword, any word that describes the job, and click the search
button. To conduct an advanced search using job families or locations, click on the advanced search

link belaw.

Enteryour Ernail Address and passwaord to login. Ifyou have not et registered, click here to Redister,

Quick Search

Keywords: Email Addr: | ]

Posted: Last Month w Password:

Search | advanced Search Search Tips Login | |oginHelp Begister M

To Login, enter your Email address.

Apply now without 2 jok

For this activity enter

As requested, (please see screen print below) enter your email address (which is your login or
user ID) and your password. Then click on the /ogin button.

Enteryour Email Address and password to login, Fyou have notyet registered, click here to Register.

Quick Search
Kevwords: Email Addr: tomiEtom.com
Posted: Last Month e Password: o....ol
gearch | advanced Search  Seatch Tips Login || Login Help Reaister Mow

Apply naw without a jaok

Click the Legin
button.
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

To search for jobs, click on the search button as shown on the screen print below. This example
is geared toward searching openings posted in the last month only. You will be able to select
one of five different options.

Careers Home Joh Search WMy Saved Jobs My Saved Searches My Career Tools Logout

Careers Home
Welcome Tom

To conduct a quick search enter a keyword, select when posted and click the search button.
To conduct an advance search by Location andfor Jak Family, click an the Advanced Search
link below.

Quick Search My Career Tools

Kevwords: 0 Applications
[Posted: | Last Manth v My Prafile

Test Infarmation

Search dvanced Search  Seatch Tips

Center

To perform a basic job search,
ApBN Y click the Search button. In this
example, you will be searching all
jobs posted within the Last Month.

In this example, ten jobs are visible because ten were posted in the last month and remain open.
To apply for a specific job, click on the select box to the left of the posting title. See screen print
below to apply for the Clerk 4 position in the Elections Department.

Careers Home  Job Search My Saved .Johs My Saved Searches My Career Tools Logout

Job Search oo

Here are the results of your job search

To review a job description click on the underlined posting title. To reivew the information later,
select the job(s) and click on save job. To apply, select the job you want and click apply now.
“ou may apply for one job at a time

-
] Search criteria
Ta apply for Clerk 4

(Electiong), click the
Select option

ave toJob Cart | Apply Mow First Previous| best Last

o

dect Posting Title Job Famihy Department Closing Date Location
011172007  CLERK 4 (Elections) 10337 Admin SupprifClerical/Paraprof Elections 02182007 Doral
011172007  CLERK 4(Police 10338 Admin SupprfClerical/Paraprof Miami-Dade Police Department 021872007 Morthe st

01172007 CLERK 4 (Human Resourcesy 10341 Admin SuppriiClericallParaprof Community Action Agency 02182007 Dowintonn

CLERK 4 (CORRECTIONS & " " A
Q1M1 752007 EELABIL [TATION 10342 Admin Suppr/Clerical/Paraprof Corrections & Rehabhilitation 0z2M 62007 Morthwest

Q1M1 772007 CLERE 4 (Public Works) 10345 Admin Supprt/Clerical/Paraprof Public Works 02M 62007 Dowwntown
0141772007 CLERKE 4 (Property Appraisal 10348 Admin SuppriClerical/Paraprof Property Appraisal azM 62007 MNorthwvest
0141772007 CLERE 4 (GSAY 10350 Admin SuppriClerical/Paraprof General Servics Administration azM 62007 Dowentow

i ) )
0101742007 E:E:’Z:nfnnl“” LUBAlE 10351 Admin SuppriciericaliParaprof Solid Waste Management 021162007 Southwest
Management)

017172007 CLERK 4 (CMOF) 10382 Admin SuppriClericallParaprof County Manager's Office-01 0271 &2007 Dot

OO0 oooooooln

0171752007 CLERK 4 (CMOF) 10382 Admin SuppriClerical/lParaprof County Manager's Office-01 0271 &2007 Dot

Selectall Deselectal Saveto Job Cart | Apply Now
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How to Complete an Application for Employment with
Miami-Dade County

After selecting the Clerk 4 position, click on the button that says, App/ly Now.

Careers Home  .Jobh Search My Saved Jobs My Saved Searches Ity Career Tools  Logout

Job Search 0o

Here are the results of your job search.

To review a job description click an the underlined posting title. To revew the infarmation later,
select the job(s) and click on save job. To apply, select the job you want and click apply now.
You rmay apply for one job at a time.

* Click icon to view Quick Search criteria

Search Results

SelectAll Deselectsl Saveto Job Car‘f|| Apply Mows I First [4]Previous| hest Last
Opened Posting Title

01 72007 CLERK 4 (Elections) 10337 Admin SuppriClericaliP araprof Elections

[ 0172007 CLERK 4{Police) 10338 Admin SupprirClericallParaprof Miami-Dade Paolice D

[ 01M 72007 CLERK 4 (Human Fesources) 10341 Admin SupprirClericalflParaprof Community Action Ag
CLERK 4 (CORRBECTIOMS & . ; .

™ a1 2007 EELABILITATION 10342 Admin SuppriClericaliParaprof Corrections & Rehahb

[ 01M 72007 CLEREK 4 (Public Waorks) 10345 Admin SupprirClericalfParaprof Public Works

[ 01mM 72007 CLERK 4 (Prapery Aporaisal) 10349 Admin SuppifClericaliParaprof Praperty Appraisal

™ 010 72007 G 10350 Admin SuppriClericaliP araprof General Servics Adm
C . ’ ’

O 01M 72007 m| Click the Apply Now 10351 Admin SupprirClericalfPFaraprof Solid Waste Manage

[ oirrmizonr cf button 10382 Admin SuppriClericallParaprof County Manager's Off

] 01M 72007 CLERK 4 {ChicFy 10382 Admin SupprirClericalfParaprof County Manager's Off]

Selectall Deselectall SavetoJaob Cart | Apply M ow

The screen that follows Apply Now contains a message for the applicant. The message is a
warning that depending on your monitor, you may not be able to see the entire application at
one time. You may need to scroll down and to the right on all screens to insure you see each
section of the application.

Apply Now
Complete Application

Depending on the type of monitor you're using, you may be viewing a partial screen. Please be sure to
scroll down and right on all screens and complete all sections of the application.

Flease be sure to click SUBMIT when you've completed all sections of the application.

You are apphying for:

The application has six pages or sections. They are: (1) Education and Work Experience, (2)
Competencies, (3) Veterans’ Preference, (4) Background Information, (5) Additional Information
and (6) Complete Application.
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

Except for the last step you can work on the application in whichever order you prefer. Complete
the Application must be last. If you do not leave it for last, you risk submitting a blank or
incomplete application.

The screen print below shows the link to the Education and Work Experience page or section.

Notice that to open a section for data entry, you need to click either on the plus sign or the Add
Work Experience Link.

Apply Now
Complete Application

You are apphlying for:

CLERK 4 (Elections} Fermove

You have not added any resume to your application.

Tom Cruise

111 W 1 5t
Miami, FL 33128
Edit Profile

Previous  Save for Later Submit Close Application | Careers Hame Next [»]

Education and Work Experience

Actians

The application contains six pages.
The Education and Work

Work Experience Experience is the first page. —
ou have not added any empl .
Lo To Add Work Experience,

[ [edd wark E}{periencel‘% click the Add Work Experience link.
L - A

Education History

Highest Education Level: | A-Mot Indicated w

To add & primary or secondary school, click the Add Primary or Secondary Education History hyperlink below

See the screen shot below for a view of the page on which you enter your work experience. You

may click on the calendar to select the dates or enter the information (mmddyyyy) without any
punctuation.

If you are currently employed, you should not enter an end date when providing information
about that job.

The box in which you enter the duties of the position and the reason why you left is very
important. If you have a resumé in an electronic format, you can use it to cut and paste the
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

information instead of re-entering it here. Please take the time to enter as much detail as

possible as this is the one field on the application where you can provide information about
yourself in a free-style format.

On the screen shot below, to your right, there is a book with a check mark icon. It is a link to
the dictionary where you can check to see if you made any typographical mistakes.

You can enter more information regarding your work experience by clicking on the Save & Add
More Button. Each click will result in the display of blank fields.

Add New Application
Add Employment History

Save & Return | Save & Add More | Cancel | Return to Previous Page

Enter Employment Details

*Start Date:

End Date: B Enter the desired

. i infarmation into the *Start
Employer: Date field. Enter

*Job Title: "010103".

Telephone: =S =
Duties and Reason

for Leaving: .

To indicate how much formal schooling you have, click as shown on the screen print below.

Education History

Highest Education Lewel: | A-Mot Indicated ~l

To add & primary or secondary school, click the &dd Primary o Secoifidary Education History hyperlink below:
PritmatyiSecondary School Education. To changs information for @ sc I, click the hyperlink under School
field. Click on delete icon to remove corresponding Primary fSSeconcg

Primary and Secondary Education 5 R
Click the Highest
“ou have not added any primary or secondary education

Education Level list.

[*]add Primary and Secondary Education Histary

To add & degres, click the Add Post-Secondary Education History hyperlink below Post-Secondary . To change

information for & degres, click the hyperlink under Degres fisld, Click on delete icon to remove corresponding
degres.

Post-Secondary Education

“ou have not added any education information to your application.

[+]add Post-Secondary Education Histary
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

When you click on the drop down menu, you will see a number of options from which you can
choose one. Select the option that best describes your formal schooling.

Education History

Highest Education Level:

To add & primary or secondar
PrimaryfZecondary School Ed
field. Click on delete ican ta rem

A-bot Indicated

Primary and Secondary E

You have naot added any [

D-Some College
E-Technical School

Epdanmar Collong Donrog

B-Less Than HS Graduate
Z-HS Graduate or Equivalent

Eclucation History hypetlink below:
click the hyperlink under Schoal
aal Infarmatian.

an ta your application.

[+]Add Primary and Secan

G-Bachelar's Level Degree

To add & degree, click the Add
infarmation for a degree, click 4
degree,

A-2UMTE rddddie S CTiudT
I-Master's Level Degree
J-Doctarate (Academic)
k-Doctorate (Professional)

L-Post-Doctorate

k belnwe Post-Secondary. To change

Try it sponding

Actions

Post-Secondary Education

Click an G-

Bachelor's Level

You have not added any education infomation to your apg]  Degree from the list.

e

Add Fost-Secondary Education Histony

To enter your high school information click on the plus sign or on the Add Primary and Secondary
History link. If you finished high school and have any post-secondary formal education data to
enter, click on the plus sign or on the Add Post-Secondary Education link as shown below.

Education History

Highest Education Level:

To add & primary or =econdary =chool, click the Add Primary or Secondary Education History hyperlink belosw
PrimaryfSecondary School Education. To change information for a schoaol, click the hyperlink under School
field. Click on delete icon to remowve corresponding PrimaryrSecondary Schoal Information.

Primary and Secondary Education

You have not added any primary or secondary education infomation to yvour application.
[*+]Add Prirma

and Secondary Education Histo

To add a degree, click the Add Post-Secondary Education History hyperlink below Post-Secondary . To change

infarmation for & degree, click the hyperlink under Degree field. Click on delete icon to remove corresponding
degree.

Post-Secondary Education

ou have not added any education infomation to your application.

+|4dd Post-Secondary Education Histcuwlau%

Actions

Click the Add Post-

Secondary Education
History link.

Uze thiz page to enter any relevant training courszes vou

solocd P-IWE 13

T o BT =t o = et SR = 3 Lll
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

The first blank field you see is for you to enter to the state in which you went to school. You can
either enter the name of the state or choose from the drop down menu, as shown on the screen
print below.

Alabama

Alaska

- Arnerican Sarmoa
Arizona
Arkansas
Califarnia

hddd New Applic{Colorado
Connecticut

Pdd Post-S¢gCsiaware

Ciictrict of olurabiz
Florida
BT

Suarm Click on Florida from
Save & Return | Hawvaii urn to A the list.
Idaho
Hlinois
nter Post-SecondETeE
Towwa
Country: Kansas
State: EE”FUFKV
ouisiana
~School: Maine Other:
*Major: Maryland Other:
D _ Massachusets
egree: Michigan
Awverage Grade: Minnesota
Mississippi
missouri
Date Issued: Montana b
Save & Return Save & Add More Cancel

Eeturn to Previous Page

* Required Field

The second blank field is reserved for you to enter the name of the school, college or university
you attended. The drop down menu contains the names of a large number of these institutions
of higher learning. If the school you attended is not listed among those for you to select, enter
the name in the blank field on the screen at the immediate right called: Other. See screen print
below for illustration.

Alabarma State University

Barry University

» Bethune Cookrman College
Boston College

Brevard Community SCallege
Brovward Community College
Sclad MNew Applic: Broward County Public Schools
Clark Atlanta University

Add Post-SgSolumbia University

Cornell University
Duke University

Eckerd Caollege
Edward Wwaters Caollege
Save & Return | Emory University

Fisk University

Florida & & h Liniversity

[N ile| Florids Atlantic University e —|

Florida Sulf Coast University

urn to Previous Page

Country: Florida International Univ

State: Florida mMemarial Liniversity
*School: [ = 'I Other:
*Major: Other:
. Seordia Southwestern Liniv

Degree:

Harmpton University

Average Grade: Harvard LUniversity

Howward Lniversity
Jdacksaoanwville Liniversity

Date Issued: Johnson and Wwales Uiniversity

Click on Florida Sate
Uniwversity from the list.

Sawve & Return Sawve & Add hMore Zancel Eeturn to Previous Page

= Reguired Field
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Instructions
How to Complete an Application for Employment with
Miami-Dade County

Applicants with formal college education need to enter information regarding their areas of study
or majors. The drop down menu, shown on the screen print below, allows applicants to choose
from a large number of options. If your major is not listed among the options, provide the
information in the field immediately to the right and titled: Other. If you had more than one
major you simply enter the information twice. The difference between the two entries should
only be in the major you select. (See additional screen prints below for an illustration of the
“other” fields.)

Look Up Major

Search by: Major Code | | hegins with

Look Up | Cancel |Advanced Lookup

Its
First E' 1-100 of 152 [ Last

Major Code |(Description
oooooooono Accounting

Oooon s — ™
noooo Actions m

nooool click the 8 {Art

00000y History) from the tahle.
00000k,

gaoooag Archeology

ooooo000pny Architecture
ooooooooos et History
'DDDDDDDDDQ Arts Management
ooooooond o Aviation Management
0oooooaot 1 Behavioral Science
0000000012 Bioengeneering
Oooooo003 Biology

0ooooooo 4 Batany

0o0o0000nd s Business Administration
oooooooo1 8 Cartography
0000000017 Chemical Endineearing
oooooooot g Chemistry
oooooooo19 Civil Engineearing
oooooooozn Child Developrment
0oooooanzl Communications
ooooo00022 Computer Endineearing
oooooooo2s Computer Science

See screen prints below for additional guidance on this page. Note that fields for your grade
point average (GPA) and graduation date are available but you are not required to enter
information. You are required to provide information in the fields marked by an asterisk. On the
post-secondary education page, data is required in three fields only and an asterisk identifies
each required field.
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Miami-Dade County
Add New Application
Add Post-Secondary Education
Sawve & Return | Save & Add More | Cancel | Return to Previous Pade
Enter Post-Secondary Education Details
Country: United States v
State: Florida W
*School: Florida State University w Other:
*Major: Art History Q Other:
‘Degres: |Elachelnr degree v|
Average Grade: |4
[~] Graduated
e Al
Date Issued: | = g | X
Enter the desired
information into the Date
Save & Return | Save & Add More !Issllgtl ffleld. Enter s Pane
010106", S rane
* Required Field Typing Compiete
% A

If you have entered all the information about your formal education you can click on the Save &

Return button, or you can click on Save & Add More if you need to enter more data. See screen
print below.

Pudd Mew Application

Add Post-Secondary Education

Save & Return || Save & Add more | cancel | motim to Provious Page

nter Post-Secondary Education Details

Coumtrnge United States -

State: Florida -
*School: Florida State University - Other:
*Major: At History (=N other:
*Degree: | Bachelor degree vl

Average Grade: 4

Graduated
Date Issued: 010106 (]
Save & Return |I Save & Add More | Cancel Return to Previous Page

Click the Save &
Return button.
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How to Complete an Application for Employment with
Miami-Dade County

In addition to your formal education, the application has a place where you can enter information
regarding any formal training you have received. For example, if you learned how to use a
database by attending continuing education classes at a local high school, vocational school,
college or university, this is the place on the application where you can record the information.
You can navigate into the section by clicking on the plus sign or on the Add Job Training link.

Uze thiz page to enter any relevant training courses you have taken

You have not added any training infarmation to your application.

[+]add Job Training

Once you have entered all the information about your work experience, formal education and
training continue by going to the Competencies link (see screen print below). In this page of the
application you can provide information regarding licenses and certificates, languages you speak,
understand, read and write, organizations to which you belong and any honors or awards you
may have earned.

To navigate and enter information on this page, repeat the steps shown before. Click on the p/lus
sign or Add Information Link to open the data fields. Identify the fields you are required to
complete by the asterisk next to their names, and pull information from drop down menus or
enter it yourself.

A very important section in the Competencies page is the one where job specific questions are
asked of the applicant. The questions are specific to the position for which you are applying. If
you are applying without a job, you will not see any questions because jobs and questions go
together. These questions need to be answered carefully because your answers will determine
whether or not you meet the minimum requirements for the job. The following screen prints are
illustrations of the kinds of questions you may see.

The follovwing competencies are relevant to the jobs you are applying for. Tel uzs how proficiert you are by rating
yourself below.

Skills

Competency Proficiency

Clerical Experience

Application Questionnaire

Trylt!

Actions

Are you available to work a varying work schedule?

Click the Proficiency

) The answer is yes. i
ist.

() The Answer is no.
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The following competencies are relevant to the jobs you are applying for. Tell us how proficient wou are by rating
wourself below .

Skills

Competency Proficiencyw

Clerical Experience et

Apphication Guestionnaire

Are you available to work a varyving vwork schedule®

2 The answer is ves.

) The Answer is na.

Do you have tvwo years of clerical, secretarial, or related word processing experience?

O The answer is ves.

) The Answer is na.

Do wvou have at least six months of experience as a general helper or laborer?

O ves
O ro

Do you possess a CDL/Class B license?

O ves
Mo

Hawe you completed the eighth grade 7

O ves
2 Mo

o wou hawve a high school diploma or GED'?

O ves
O Mo

Do you possess a driver's license?

O ves
L T

Some positions require licenses or certificates. In this section of the Competencies page you can
enter the information by following the same type of steps taken to complete the E£ducation and
Work Experience page.

If the position for which you are applying does not require a certificate or license, you do not
need to complete this section. However, if you have earned certification or licensure in a field
and want us to know, this is the section to complete.
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Add New Application
Add License or Certificates

License or Certificate Details

*License/Certificate

Issued By: |

License/Certification Number: |

Try it! Actions m
Date Issued: 5] - —
1ck the
Expiration Date: [

*License/Certificate
L list.

‘ Eeturn to Previous Padge

Save & Return Save & Add More ‘ Cancel

*Required Field

To provide information regarding your knowledge of another language, click on the plus sign or
Add Languages link to open the section.

Languages

Ta enter information regarding knowledge of other langquages, click an the plus sign helow ar an any
of the underlined words.,

[+]add Languages

In the languages section, you can identify the language and rate how skilled you are at speaking,
reading and writing the language. You can rate your proficiency or skill level as low, medium or

high. To provide information on more than one language, click on the Save & Add More button.

Add New Application

Add Language

Enter Language Details

‘Language:
Speaking Proficiency:

Reading Proficiency:

WWriting Proficiency:

Save & Return | Save & add more | Cancel

Eeturn to Previous Page

* Required Field
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To provide information regarding organizations to which you belong, click on the plus sign or on
the Add Memberships link to open the section.

Memberships

To enter information regarding memberships, click on the plus sign below or an any of the
underlined words.

[+] Add Mermberships

Note that none of the fields regarding membership information is required. You may, however,
enter information about the organization’s mandate, vision or reason for existing. Mandate
position is the field in which you can describe your role in the organization. Among the mandate
positions are member-at-large, officer, or a past officer such as past-president.

Add New Application
Add Membership Information

Enter Membership Details

Membership: el
Date Issued: El
Mandate:

Mandate Position:

Mandate Begin Date: E‘j
Mandate End Date: Bl
Sawve & Return Save & Add More | Cancel

Eeturn to Previous Page

* Reqguired Field

To provide information regarding honors and awards you have earned, click on the plus sign or
the Add Honors and Awards link to open the section. There are no required fields here.

Add Mew Application

Add Honors and Awards

Emrmter Honor or Award Details

Honor or Award: il
Presented By:
Date Issued: [=1

Sawve & Return Sawve &Add More | Cancel Eeturn to Frevious Fage

* Required Field
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You have now completed the Competencies page of the application. If you are going to claim
Veterans’ Preference, move on to the leterans’ Preference page or section of the application
which is shown on the screen print below. If you are not going to claim preference, you can
navigate to the Background Information page.

The Veterans’ Preference page contains a significant amount of information for the applicant as
shown on the screen print below.

Education and Work Experience Competencies Veterans' Preference Backoround Infformation Additional Infformation Complete Application

[«]Previous  save for Later | | CloseAppIication|CareersHDme Next [»]

[E
Veterans' Preference

Are you claiming Veterans' Preference? (*ives ) Ne

To claim “eterans' Preference this section must be completed and documentation must be
provided each titme you apply for a position and make the claim. Flease choose a Yeterans'
Freference category.

1. Aveteran with a compensahble service-connected disahbility who is eligible for or receiving
compensation, disahility retirerment benefits, or pension under public laws administered by the
Weterans' Affairs andfor Department of Defense, or

2. The spouse of a veteran who cannot gqualify for employviment because of a total and permanent
service-connected disabhbility, or spouse of a veteran missing in action, captured in the line of duty by
a hostile force, or forcibly detained or interned in the line of duty by a foreign government or power,
or

2. Aveteran of any war who has served at least one day during a wartime period and was
subsequently discharged from the Artned Forces under honorable conditions. Active duty for
training does not fulfill this requirement; or

4. The unremarried widow ar widower of a veteran who died of a service-connected injury or
disahility, or

5. Avwveteran who has served in a qualifying campaign or expedition for which a campaign badge aor
expeditionary medal has been authorized; including any Armed Forces.

Once you claim preference, you need to prove your eligibility. For instructions, read the
documentation requirements on the lVeterans’ Preference page and respond as directed within
the indicated timeframe. An applicant’s failure to provide the requested information within the
time allowed, will forfeit his or her eligibility for the preferential treatment afforded under Florida
law. Directions appear on the application as shown on the screen print below.

Documentation substantiating vour claim (Farm DD-214 member 4 copyd or Letter from the Flarida
Department of Weterans' Affairs or Department of Defense indicating service-connected disahility
must be received within 3 calendar days {or 4 days ifthere is a legal holiday) after the job posting
close date through one ofthe following methods: FAS: (305) B7V9-T545, email:
vets@miamidade. gov, in person atthe Employment Customer Service Center, 140 West Flagler
Street, Suite #1035, Miami, FL or LLS. mail: Employee Relations Department, Personnel Services
Divisian, 111 R 15T Street, Suite 2020, Miami, FL 33128,

In addition, applicants claiming categories 1, 2 or 4 above must furnish supporing documentation
in accoardance with the provisions of Rule 95A-7.013, F.AC. Under the State of Florida Yeterans'
Freference law, preference in appointment shall be given by the State of Florida and its political
subdivisions to those persons in categories 1 and 2 and then those in categories 3, 4 and 5.
Retired military personnel are eligible for veterans' preference.

Applicants claiming Yeterans' Preference who are not selected maw file a complaint with the Florida
Department of Yeterans' Affairs, Mary Grizzle Building, Room 311-K, 11351 Ullmeron Road, Largo,
FL 33778-16320. A complaint may be filed within 21 days of the applicant receiving notification of a
hiring decision orwithin 3 months of the date on which the application was filed if notification was
not provided.
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The screen prints below are part of the Veterans’ Preference page. The questions asked are

straightforward and the data must be provided. Any questions should be emailed to

veterans@miamidade.gov. Another option is to call (305) 375-JOBS (5627).

Do not permit

unanswered questions to create a delay. Be sure to submit the documentation as directed and

within the timeframe allowed.

UL PTOWTOED.

Veterans® Preference Category:

Branch of Service:

Are you a resident of the state of Florida? OYes *)No
Military Separation Status:

Military Reserve Categorny:

Character of Service:

Military Separation Reason:

Military Service Start Date: # End Date:

<

=1

CYes &No
If yes, please provide all relevamt information:

Name of the State andfor
State political subdivision

employer{s):
Start Date: End Date:

Employment Status:

While employed, did you earn or were you eligible to earn:

Vacation Leawve: Yes Mo
Sick Leave: Yes Mo
Retirement Benefits; Yes Mo

In the State of Florida, have you heen employed by a state university, community college,
school for the deaf and blind, or by a political subdivision (counties, cities, towns, villages,
special tax school districts, special road and bridge districts, and all other districts)?

The two screen prints below show two notices, one for external applicants claiming preference
and the other for current Miami-Dade County employees who are also claiming preference.

External Applicants Only

preference.

“eterans' Preference applies only for the preferred applicants’ initial employment by a
covered employer. | understand that my “eterans' Preference status may be subject to
change in the event that information is obtained which affects my preference determination.
Frevious employment with a government entity within the State of Florida will exhaust the
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T
Miami-Dade County Employees Only

A Miami-Dade County employee in a covered position who serves in the armed forces,

subsequently separates with an honorable discharge, and is reinstated or re-ernployed by the

county to his or her previously held position, is entitled to “eterans' Preference in accordance

with Florida law on the first promotion following reinstatement.

Intentional misrepresentations in a claim for preference will disqualify the applicant from the
preferential treatment granted by state statute. If employed, such misrepresentations may
subject the applicant to disciplinary action, including dismissal, regardless of the applicant's
tenure with the organization.

For additional “eterans' Preference infarrmation, the following link is provided :

Veterans' Preference |nfo

You have now completed the Veterans’ Preference page of the application. The next step is to
navigate to the Background Information page.

The question, “Have you ever been convicted of a crime?” must be answered. If the answer is
no, the screen will look like it does on the screen print below.

Criminal History

Hawve you ever heen comdacted of a crime?

OYes () No

If yes, please provide all relevant information:

To enter information regarding any convictions, click an the plus sign below ar any of the
underlined wards.

Add Corviction

If the answer to the question is yes, the Add Conviction link will be activated. You can get access
to the related section by clicking on the plus sign or on the Add Conviction link. Please note that
all fields are required. Data must be entered in each.

Apply Mow
Complete Application

Enter comviction details

‘Twpe of Crime: |
*Comviction Date: =

*Penalty Imposed:

Save Save & Add More Cancel Eeturn to Previous Page

* Reqguired Field
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As is the case in other sections of the application, if there is more than one conviction in your
history, you can get access to additional fields by clicking on the Save & Add More button.

If you have ever been the defendant in a lawsuit, you need to provide all appropriate
information. If your answer to the question posed is yes, you can gain access to the appropriate

section by clicking on the plus sign or the Add Lawsuit link. See the screen print below to read
the question.

Defendant History

Hawve you ever been sued for misappropriating funds or for imtentionally injuring someone or
damaging property?

Oves @ No

If yes, please provide all relevant information:

Tao enter infarmation regarding any lawsuits, click an the plus sign below ar on any of the
underlined words.

Add Lawsuit

Please note that all fields are required. Data must be entered. If you have been sued more than

once, you can get access to additional blank fields by clicking on the Save & Add More button as
shown on the screen print below.

Apply Now

Complete Application

‘Action Taken: |
‘Lawsuit Date: Eﬂ
‘Disposition:
Sawve Sawve & Add Maore Cancel

Feturn to Previous Page

* Required Field

The screen print below shows the questions related to your driving history. If your license has
been suspended or revoked and you answer the question with a yes, the Add Driver License
Suspension/Revocation link will be automatically activated. To enter additional information
related to your yes answer, click on the link or the plus sign.
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Driver License History
Has your driver license ever heen suspended or revoked?

@yes  ONo

If yes, please provide all relevant information:
Driver License Suspensions/Revocation

Ta enter yaur driver license history,click on the plus sign below ar an any of the underlined
words.

Add Driver License Suspension/Revacation

Details regarding the suspension or revocation must be provided. Note that each field on the
print screen below is marked with an asterisk noting that it is a required field. If your license has

been suspended more than once, you can get access to additional blank fields by clicking on the
Save & Add More button.

Apply Now

Complete Application

Enter suspensionirevocation details
‘Date: | [=
*Details:
Sawve Sawve & Add Maore Cancel Return to Previous Page

* Required Field

If the position for which you are applying requires possession of a driver’s license, details must
be entered into the application. You get access to the appropriate screen by clicking on the plus
sign or on the Add Driver License link as shown on the screen print below.

Driver License Information

[+]Add Driver License

The following screen print illustrates the section where driver’s license information should be

entered. Again, if the position for which you are applying requires a driver’s license, you must
complete this section.
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Add New Application
Add Driver License

Driver License Information ino First ] 1af 1 [H Last

‘DL Number: |

Country: usa |Q United States

State: Q

Issue Location: Issuing Authority:

Valid from/to: E"J Expiration Date: E"J
Number of Violations:| D Number of Points:| 0 [License Suspended

Comment:

Find | “iew: &l First E 1 of 1 El Last
License Type: Q =

To enter information related to your references, click on the plus sign or on the Add Reference
link to open the section. Note that you are being asked to provide the name of two references
from your professional or academic life and the name of one reference who knows you
personally. Note that although a significant amount of information is requested, data is required
only for the few fields marked by an asterisk.

References

To add a reference, please click on the "Add Reference” link below. Please provide two
professionalfacademic references and one personal reference.

[+]Add Reference

The screen print below shows that we are interested in knowing how you learned about the job
for which you are applying. While providing the information is not required, we encourage you to

enter the data requested. Your input will help us measure the effectiveness of our different
recruitment efforts.

Referral Information
Hows did wou find out about the job? Email from Friend -
Recruitment Source: I | -~

Specific Referral Source:

If you are a former Miami-Dade County employee please give an affirmative response to the
question on the screen print below and provide details as requested. If you worked in more than
one department, enter the name of the department where you last worked before you left. If

Page 19 of 23
Created May 2007




Instructions
How to Complete an Application for Employment with
Miami-Dade County

you worked for the county more than once, provide information regarding the very last time you
were employed by the county.

Florida has a law forbidding nepotism in the public sector. If you have a relative who currently
works for the county, you must answer yes to the question toward the bottom of the screen print
shown below. When you do, the Add Relative link will be activated.

=
Former Miami-Dade County Employee

ITywou worked in more than one deparment, identify the one from which yvou left.
Also, enteryour ariginal date of hire and your very last end date.

Hawve you previously been employed by Miami-Dade County? OYes & No
If ves, please complete the following information:
Department:
Start Date: 1]
End Date: [#]
Do you have a relative employed with Miami-Dade County? iYes &' Mo

IF yes, please provide relationship:

Enter Relatives Employed with Miami-Dade County

To enter a relative's name, relationship, and depardment, please click on the "Add Relative" link
below.

[F]add Relative

The law requires that you identify the person or people to whom you are related and your
relationship to them. To get access to the appropriate screen, click on the plus sign or on the
Add Relative link. On the Relationship to Employee data field there is a drop down menu. On
that menu you will find the relationships expressly identified in the law. You can select your
option and continue. Note that three of the five fields in this section are marked with an asterisk
and are, therefore, required. If you have more than one relative employed by Miami-Dade
County, you can access additional blank data fields by clicking on the Save & Add More button.
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Add New Application
Complete Application

Enter Relative Employed with Miami-Dade County

‘Relationship to Employee: _ b’

‘First Name:

Middle Name:

‘Last Name:
Department: Q
Save & Return Save & Add hlore | Cancel

Feturn to Previous Pane

* Required Field

Once you have finished entering data in the Additional Information page, you are ready to
complete and submit your application. To submit an application you MUST click on the SUBMIT
button as shown on the screen print below. If the submit button is not clicked, the application
will remain in the system as a draft, you will not be an applicant and you will not be considered

for employment based on the information you provided. Until the SUBMIT button is clicked, you
have not applied for employment.

Education and Work Experience Competencies Veterans' Preference Backaround Information Additional Infformation Complete A

[«]Previous  save for Later | Subrmit | ClnseApplicatinn|CareersHDme Next

After you click the submit button, you will be asked to provide information regarding your race or
ethnicity and gender; see screen print below. Providing this information is strictly voluntary.
Whether you enter the data as requested or not, will have NO bearing on your application for
employment. If you decide to enter the information, we appreciate the assistance you are giving
us in maintaining these records. If you elect not to provide the information, simply check on the
box indicating that you decline.
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Submit Online Application

zwalified applicants are considered for and treated during employment without regard to race,
calar, religion, national arigin, citizenship, age, marital status, ancestry, physical ar mental
digahility, medical conditian, veteran status or sexual arientation.

Solely to help us comply with federal and state Equal Employment Opporunity recard keeping, and
other legal requirements, we invite you to complete the following information.

Please note that completion of this infarmation is wvoluntary. Refusal to camplete this information
will not subject you to adverse treatment. The information you pravide is confidential and will be
kept separate from yaur other applicant infarmation. This infarmation will be used for data
reporting requirements and will not be considered in making any employment decisions.

Lnknown

‘Gender:
Ethnic Group: hd

[ 11 decline to provide my self identification details.

After the self-identification screen, you will see the terms and conditions upon which you are
submitting your application for employment. Please read them carefully. If you do not
understand what will be expected of you, please call (305) 375-JOBS (5627) for clarification.

As shown on the screen print below, you need to state your position. You can do so by clicking
in the circle next to one of the two options presented. Please note that the SUBMIT button
appears gray, meaning that you cannot use it. It will remain that color until you indicate
agreement.

Terms and Agreements

Employmemnt offers are comtingent upon a pre-employment physical that includes alcohol and
drug use screens, and a fingerprint-based national criminal background check.

By submitting yvour application vou also indicate understanding and acceptance of the facts
that: {1} if you are employed, your consent to the release of information remains in effect
during your employment; {2} unless specifically exempted by the Board of County
Commissioners, comtinued employment is contingent upon compliance with residency
requirements; (3) except where specific information is exempted by state law, yvour application
and related information are public record and (4} continued employiment of males between the
ages of 18 and 25 is also comtingent upon proof of registration with the Federal Selective
Sendce. Submitting an application indicates that, if offered employment with Miami-Dade
County, you accept these terms and you understand that if there is any misrepresentation of
material fact, omission, falsification of documents or if any other information makes vou
unsuitable for county employment, you may be subject to disciplinary action up to and including
dismissal, regardless of the length of your tenure with Miami-Dade County.

(] agree to these terms 1 do not agree to these terms

| Cancel | Return to Previous Page
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As soon as you indicate agreement, the SUBMIT button will be available for you to click. Please
note that you have not officially applied for employment until you click the SUBMIT button that
appears on this last screen print. To be considered as an applicant for employment, you MUST
click the SUBMIT button on this page!

®1 agree to these terms 1 do not agree to these terms

Submit ‘ Cancel |ReturntuPrevinusPaue

Upon clicking the SUBMIT button, the system will automatically show you that you have
successfully submitted your application, as shown on the screen print below.

Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools Logout

My Applications

& vou have successiully submitted your job application.

My Applications

Display applications from: | \Within Last Week w | Refresh

First [4] Previous | Mext [+] Last

If you navigate to your Careers Home, you will see the status of your application. The screen
print below illustrates that you applied for the Clerk 4 position in the Elections Department.

Job Search My Saved .Jobs My Saved Searches My Career Tools  Logout

My A

e Your application is now on a Status of |
7 v “"Applied". Only applications with this
status will be considered for the job.

Refresh

First Previous | Mext Last

Application Disposition Yeterans Preference
Date

011772007
2:432PM

Displayl Cjick the Careers Home link.

.
o I
Application |Status

CLEREK 4 {Elections) Applied

Applied
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